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VOLUNTEER POLICY

Deafconnect Volunteer Policy 


Introduction
Deafconnect’s partnership with volunteers is one of mutual benefit. The volunteer’s gift of time, skills and experience extends Deafconnect’s ability to reach into the deaf communities that we serve. Deafconnect’s aim is that volunteers gain personal satisfaction and the opportunity to use and develop their skills. 

Volunteers are an integral part of Deafconnect; they provide a service to client users, their carers and relatives. Their role is to compliment that of the paid staff and they will not fill temporary or vacant staff positions.  
General Guidelines

Although volunteers must be at least 18 years of age, there is no upper age limit. Deafconnect believes in diversity and will welcome volunteers regardless of race, gender, age, disability, religion, and sexual orientation.  However volunteers will have to comply with all Deafconnect Policies to allow them to provide the high quality of service expected by our clients.
The Selection Process
The selection of a volunteer will be the responsibility of the CEO but this will be delegated to the lead member of staff in each service area as necessary.    Volunteers will be recruited in accordance with Deafconnect’s Recruitment and Selection policy, through a variety of means including our website, recruitment drives and personal contact.

All potential volunteers will be asked to complete an application form. They will be interviewed to identify areas in which he/she would like to work. If Deafconnect is able to match the potential volunteer to a suitable role, references will be required and a criminal record check made before the volunteer can start their work with Deafconnect.
Anyone who is considered unsuitable will have his/her offer of help declined. 

Volunteer Agreement

The volunteer and Deafconnect will agree the volunteer’s role, this may be changed at any time in line with the needs of the service but will be renegotiated. There will be no formal contract but a written agreement will be made. The volunteer is free to end this agreement at any time. However we ask that the volunteer will give as much notice as possible if unable to continue in their role. 
The volunteer agreement will include:
· The volunteer’s role and hours/days of work
· Any training that is offered to fulfil the role
· The expenses that will be paid to the volunteer in order that he/she not be out of pocket
· The insurance cover that is provided for the volunteer by Deafconnect
· The supervision process and who he/she is accountable to.
· Induction training details including Deafconnect’s Equal Opportunities, Health and safety, confidentiality and complaints procedures.
.
Deafconnect’s Commitment to its Volunteers

Deafconnect will:

· Appreciate and recognise the work done by volunteers.
· Listen to the volunteer’s views and ideas on its work

· Provide the volunteer with the training and information he/she needs to fulfil the role assigned to them. 
· Give the volunteer a volunteer's pack containing general information about Deafconnect, a copy of this volunteer policy, their volunteer agreement, details of where he/she can access all Deafconnect’s policies and procedures.
· Pay mileage expenses 
· Have Insurance cover
· Offer management support  including regular communication and supervisions 
· Help the volunteer to resolve any difficulties they may have with Deafconnect or their volunteering 

· Ensure that the volunteer works in a safe environment. 

· Maintain a database of volunteers’ details in line with the data protection act 1998.
Volunteer’s commitment to Deafconnect
Deafconnect is committed to supporting all volunteers and will expect volunteers to :
· Work on agreed days

· Inform the lead member of staff if unable to attend on the agreed day for any reason
· Attend Deafconnect’s Induction training and any ongoing training required.

· Fulfil the duties as defined in the role out line 
· Work within Deafconnect’s code of conduct adhering to its policies and procedures 
· Maintain confidentiality of information about Deafconnect and its clients. 

· Keep Deafconnect informed of any personal changes including name, address, contact number and health status

Contact with Client Users

Volunteers must:

· Respect client users rights to confidentiality and not reveal any information relating to any user

· Endeavour to use whatever communication means that the client prefers

· Treat users as individuals and respect their dignity

· Not discriminate in any way against any person, for any reason

· Treat clients, relatives and carers kindly and considerately

· Refuse any gifts, favours or hospitality offered by any user/carer or relative 

· Not accept or ask for, any loans from any client, carer or relative.
· Adhere to Deafconnect’s Safeguarding vulnerable adults and children’s policies
Summary of policies 
Health and Safety

Deafconnect has a responsibility for the health and safety of volunteers. Volunteers should at all times follow Deafconnect’s health and safety policies and procedures. Volunteers have a duty to take care of themselves and others who might be affected by their actions. Volunteers should not act outside their authorised area or work and should report all accidents to the Development Manager.

Deafconnect will provide volunteers with appropriate guidance on any health and safety issues that arise.

Confidentiality

Volunteers must follow Deafconnect’s policies concerning the need to maintain confidentiality of information about Deafconnect, client users and its staff. Volunteers should not disclose any information or use it for their own or another's benefit without the consent of the party concerned. This does not prevent disclosure once the information is in the public domain (unless it has been made public as a result of the volunteer's breach of confidentiality) or where the law permits or requires disclosure.

Disciplinary and Grievance Procedures

All disciplinary matters concerning volunteers should be referred to the CEO and relevant facts ascertained as quickly as possible. The final decision as to the suitability of a volunteer in any particular area shall be that of the CEO of Deafconnect. 

Volunteers having a complaint or grievance should initially refer the matter to the lead member of staff in their service area. If the volunteer is not satisfied with the outcome he/she may refer the matter to CEO.

Volunteers experience a unique role in Deafconnect and often operate at the interface between client users and Deafconnect. Should they have any concerns or be aware of complaints these should be relayed to the Lead member of staff in their service area.
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